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Billing Worksheet
Form 2557
 Please make a selection below, based on your selection, the worksheet options will change accordingly.         
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Is this worksheet related to:
Agency verification and audit has been performed, the services rendered and/or goods received, and the invoice correctly correspond with the authority under which procurement was made. The invoice is true and unpaid.
(Employee's TINS #, not their PeopleSoft ID #)
AMT
QTY
DEPT
ACCT
AY
APPROP
FUND
TASK
PC BUS UNIT
PROJECT
ACTIVITY
SOURCE TYPE
Agency verification and audit has been performed, the services rendered and/or goods received, and the invoice correctly correspond with the authority under which procurement was made. The invoice is true and unpaid.
Exemption Code Descriptions
(Employee's TINS #, not their PeopleSoft ID #)
AMT
QTY
DEPT
ACCT
AY
APPROP
FUND
TASK
PC BUS UNIT
PROJECT
ACTIVITY
SOURCE TYPE
Agency verification and audit has been performed, the services rendered and/or goods received, and the invoice correctly correspond with the authority under which procurement was made. The invoice is true and unpaid.
IMPORTANT NOTICE: Please submit only ONE invoice per worksheet.         
AMT
QTY
DEPT
ACCT
AY
APPROP
FUND
TASK
PC BUS UNIT
PROJECT
ACTIVITY
SOURCE TYPE
Instructions for Form 2557- Billing Worksheet Non-PO Section
Effective as of 04/2017, only the Form 2557 Billing Worksheet will be accepted for Non-Purchase Order Invoices. Fin will reject any invoices that are accompanied with previous forms of the Billing Worksheet. All fields are required, forms with incorrect or blank fields will be returned rejected. Note: *Red asterisk items must be completed if applicable. Incorrect Information will require a new form to be completed. AP Staff and end users are not authorized to make any modifications to the form once it's signed. FIN will not accept a form that was edited (ex: text box, hand written, or typed over). You must fill out a NEW form and have it signed and dated with the most current date. 
Section 2:  Payment Information
Payee Name: Name of the vendor or organization that is being paid.
Payee ID: Texas Identification Number (TIN), Employer Identification Number (EIN) Social Security Number (SSN) or Individual Taxpayer Identification Number (ITIN).
w The end user will need to contact the vendor for the payee ID prior to sending to FIN. 
*Invoice Number: Invoice number that is on the invoice.
w Invoice number could also be the confirmation number, registration number, reference number, etc.
*RTI Number: Only required for payments being made to other state agencies, except for Universities. Please contact the agency to obtain the RTI if it is not on the invoice.
Invoice Received Date: Provide the date the invoice was received.
Service Date: Last date of service/conference or date product received.
Section 4:  Purpose
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Non-PO: Select the appropriate transaction type.
Section 1:  Transaction Type
Section 3:  Invoice Information
Purpose: Provide reason for purchasing and processing payment to payee name.
AMT – Dollar amount to be paid to the payee.
QTY – Number of items
DEPT – Organizational entity associated with financial transactions.
ACCT – Comptroller’s Object Code for the financial transaction.
AY – The reference is used as the Appropriation Year for budgetary control.
APPROP – Appropriation number
Fund – Where the payment is funded
PC BUS UNIT – Business unit paying for the expense
Project – Project number to which the expense will be charged.
Activity – Phase of work on a project
Source Type – Represents Function Codes used to further describe project activities.
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Section 5:  Authorization Signature
Approver Signature: Provide Delegated Signature of Authority for type of payment, Approver Name (hand written or typed), Title of Approver and Date signed/approved.  All must be legible. 
Prepared By: Provide first and last name of person filling out the form. To be used as a point of contact by FIN. 
Section 6:  Amount/Internal Budget Chart Field
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